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Overview of Cash Journal
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Topic 2-1
Overview of Cash Journal

Transaction FBCJ

• The cash journal is used to record incoming cash in 
AASIS.

• A cash journal may include entries for funds to be 
deposited into the Treasury or to a Commercial 
bank account; however, at the time of creating a 
deposit slip for the Treasury funds, the cash account 
funds will be excluded from the deposit slip.

• Revenue and customer receipts are recorded on the 
Receipts tab of the cash journal.

• Deposits to the bank and/or State Treasury are 
made on the Payments tab of the cash journal.

• The payments and receipts must balance to zero by 
fund and business area.   

• Recording of revenue and recording of customer 
payments differ in what data is required for entry, 
and therefore will be addressed separately in this 
Chapter. 
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Topic 2-1
Overview of Cash Journal 

Transaction FBCJ

• Receipts and payments must have the same Posting   
date, but do not necessarily have to be entered on the 
same day.

• Receipts may not be entered with a future date
• A deposit slip is created from the entries made in the 

cash journal using transaction ZBCJ. Transaction 
ZBCJ is covered in Chapter 3.
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Topic 2-1
Cash Journal

Transaction FBCJ

Cash journal, Transaction FBCJ,  is a  Financial Accounting 
(FI) transaction. The menu path is Accounting>Financial 
Accounting>Banks>Input>Bank Statement.
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Selecting the Cash Journal
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Topic 2-2
Selecting the Cash Journal

Transaction FBCJ

1. Check Display Period for today’s date.  Click on 
the                      button to change to current date.

2. The last cash journal used should default into 
transaction FBCJ; however, ALWAYS check to 
be sure you are in the correct cash journal. 

To enter a different cash journal, click on the 
Change cash journal button.
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3.     Enter the desired cash journal or use look up icon 
to select a cash journal.

Look- up 
icon

Topic 2-2
Selecting the Cash Journal

Transaction FBCJ

Topic 2-2
Selecting the Cash Journal

Transaction FBCJ
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4. Using the look-up, scroll to view journals, or use the 
binocular icon to search for a cash journal.  

Most agencies have only one cash journal.  Unless the 
agency has multiple cash journals, the cash journal 
number will be the Business Area number.

Topic 2-2
Selecting the Cash Journal 

Transaction FBCJ

Topic 2-2
Selecting the Cash Journal 

Transaction FBCJ



Cash Receipts and Deposits, Version 2.1

Page II-9

Core Curriculum
ASC Support Center, V 3.0
July 2003

5.   Type in text for cash journal search.

6. The first cash journal containing the text will be 
highlighted for selection.  If this is not the desired cash 
journal, use the binocular with the plus sign to continue 
the search with the same text.

7. Once highlighted, press the Enter button, double-click on 
the cash journal, or use the green check icon. 

8. Click on the Green check to continue.

Topic 2-2
Selecting the Cash Journal 

Transaction FBCJ

Topic 2-2
Selecting the Cash Journal 

Transaction FBCJ
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Navigational tip: Variants should be set up to best fit your business 
processes and insure complete entry of all transactions. To move a column, 
rollover the column’s field name until a cross appears. Hold down the left 
mouse button on the desired field to be moved. A small paper-like icon 
will appear. Move the icon to the location desired and when the icon 
changes to an arrow release the mouse button. Field has been moved.

Once columns are set, select the variant icon and enter a name for your 
variant and click on the “Create” button. The current settings and Standard 
Setting fields will change to the new variant. Click on the Save button.

Topic 2-3
Entering Receipts into Cash Journal

Transaction FBCJ

Topic 2-3
Entering Receipts into Cash Journal

Transaction FBCJ
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Topic 2-2
Selecting the Cash Journal

Transaction FBCJ

Cash Journal Entry

The closing balance should always be zero when beginning and/or 
ending a day’s business.  The cash journal will display three (3) 
tabs.  The business process for the State of Arkansas will use the 
Cash Payments and Cash receipts tabs.  At this time, the Check 
receipts tab is NOT used.
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Entering Receipts into Cash Journal 

Transaction FBCJ

Topic 2-3
Entering Receipts into Cash Journal 

Transaction FBCJ

1. Click on the Cash receipts tab.

2. The entry made in the Business Transaction field of the 
Receipts tab determines what type of revenue is being 
recorded or indicates that a Customer receipt is being 
entered.  This selection determines the necessary data 
entry.

Steps for entering revenue and customer receipts are the 
same except that customer receipts require additional 
information.  Additional steps for entering customer 
receipts are provided in Topic 2-3-2. 

Note: Prior to entering transactions in the cash journal, it is 
recommended the user open a second session for transaction ZBCJ to 
obtain clearing summary information.  If customer payments are being 
receipted you may want to open a session for FBL5N or FB03 to 
obtain needed customer invoice data.   



Cash Receipts and Deposits, Version 2.1

Page II-13

Core Curriculum
ASC Support Center, V 3.0
July 2003

3. Enter the Business Transaction number .  If the Business 
Transaction number is not known, use look-up        to 
find the transaction.  Do not enter the G/L account in the 
G/L column.  The G/L account number will be derived 
and populated when the business transaction is selected.

NOTE:  The Business Transaction for customer receipts will 
always be 1.  See Topic 2-3-2 of this Chapter for 
entering customer receipt line items.  All other steps are 
the same for customer and revenue receipts.

Topic 2-3-1
Entering Revenue Receipts 

Cash Journal – Transaction FBCJ

Topic 2-3-1
Entering Revenue Receipts 

Cash Journal – Transaction FBCJ
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• The Transaction List comes up in Alphabetical order. To 
sort by G/L account or Transaction number, click on the 
bar of the column heading.  To search by text use the 
binocular icons.

Topic 2-3-1
Entering Revenue Receipts

Cash Journal – Transaction FBCJ

Topic 2-3-1
Entering Revenue Receipts

Cash Journal – Transaction FBCJ
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Entering Revenue Receipts

Cash Journal – Transaction FBCJ

Topic 2-3-1
Entering Revenue Receipts

Cash Journal – Transaction FBCJ

• Select the Business transaction by highlighting and double-
clicking, hitting the enter key, or click on the green check.

CAUTION:  GL accounts can contain similar descriptions but 
will determine different revenue types.

Example:  The following are “miscellaneous revenues” but are 
very different.

- General Revenue Fund AGA000

- Special Revenues –
1 ½ or 3% fee apply

- Deposit directly to agency fund

}
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4. Enter Amount.

5. Enter Recpt recipient – who the check was received from

6. Enter Reference – Check  number, money order number, 
cash, etc.

7. Enter Cost center.  When the enter key is hit the cost center 
will derive business area and fund. 

Note – After the enter key is hit, check to be sure the 
correct GL account, fund and business area were derived.

Reminder – General Revenues begin with 401* and 
require the cost center of 383359.

Topic 2-3-1
Entering Revenue Receipts 

Cash Journal – Transaction FBCJ

Topic 2-3-1
Entering Revenue Receipts 

Cash Journal – Transaction FBCJ
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8. Enter WBS element and Internal order if applicable. All other 
fields are optional.

9. When all receipts have been entered, click on the Save button.

Upon hitting enter, a red light in the document status field 
indicates required fields have been entered. A yellow light 
indicates entry has been saved. 

NOTE:  When entering numerous receipts, periodic saving of the 
entries is recommended.

Topic 2-3-1
Entering Revenue Receipts

Cash Journal – Transaction FBCJ

Topic 2-3-1
Entering Revenue Receipts

Cash Journal – Transaction FBCJ
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10. Once all receipts are entered and saved, add checks and cash 
and verify with the total receipts entered in the Cash Journal. 
Errors can be corrected at this time in the fields that are not 
grayed out.  If a field that is grayed out needs to be corrected, 
this can be done by deleting the incorrect line and re-entering 
the data correctly. 

11. After completing all receipts, the Payment tab must be 
completed.  See Topic 2-4 for Payment tab procedures. 

Note: Saved entries can be deleted. Once an entry is Posted it 
cannot be deleted; it must be reversed.  See Topic 2-5 for 
procedures for deleting and reversing entries.

Topic 2-3-1
Entering Revenue Receipts 

Cash Journal – Transaction FBCJ

Topic 2-3-1
Entering Revenue Receipts 

Cash Journal – Transaction FBCJ
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Topic 2-3-2
Entering Customer Receipts

Cash Journal – Transaction FBCJ

Topic 2-3-2
Entering Customer Receipts

Cash Journal – Transaction FBCJ

Enter the following for Customer Receipts:

• Business Transaction – enter a 1 for Customer Payment.

• Enter Amount.

• Enter Recpt recipient field if not the same as customer 
name on the master record.  The customer’s name will 
default from Customer master record if field is left blank.

• Enter the check number, money order number, or “cash” 
in the Reference field.

• Enter cost center. This must be the same cost center as 
was used on the original invoice.

• Enter fund. This must be the same fund as was used on 
the original invoice and must be assigned to the cost 
center used.
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Cash Journal – Transaction FBCJ

Topic 2-3-2
Entering Customer Receipts

Cash Journal – Transaction FBCJ

• Business area will default from cost center if cost 
center is entered first.

• Enter GL account in Text field.  This will be the 
revenue GL account that was used on the customer 
invoice.

IMPORTANT: Entering the GL account in the text 
field will not post revenue again but will provide the 
GL account required for the Deposit slip.  In order 
for agency revenue records and Treasury deposits to 
reconcile, the GL account entered on the Receipts tab 
of FBCJ should match the GL account used on the 
customer’s invoice.
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Entering Customer Receipts

Cash Journal – Transaction FBCJ

Topic 2-3-2
Entering Customer Receipts

Cash Journal – Transaction FBCJ

• Enter the Assignment – the AASIS Customer 
invoice document number.

• Enter the Customer number

Note: See Topic 2-3-3 for locating customer 
numbers and/or customer invoice document 
numbers.
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Cash Journal – Transaction FBCJ

Topic 2-3-2
Entering Customer Receipts

Cash Journal – Transaction FBCJ

11.   Enter WBS and/or Internal order if applicable.

12. Addtl. Text 1 and Addtl. Text 2 fields are optional. Free text may 
be entered as desired.

NOTE:  See Appendix C for a Quick Reference Card for Customer 
Invoice Receipts tab fields for entry.
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Entering Customer Receipts

Cash Journal – Transaction FBCJ

Topic 2-3-2
Entering Customer Receipts

Cash Journal – Transaction FBCJ

13.  Notice the Doc. stat. (Document status) field.

Upon hitting enter, a red light indicates required fields have been 
entered. A yellow light indicates entry has been saved. A green 
light indicates transactions have been posted.  When all fields are 
entered. Click on the Save icon.  

Note: Save allows the data to be saved in the cash journal without 
posting.

14. After saving all receipts, the Payment tab must be completed. See 
Topic 2-4 for Payment tab procedures.



Cash Receipts and Deposits, Version 2.1

Page II-24

Core Curriculum
ASC Support Center, V 3.0
July 2003

Topic 2-3-2
Entering Customer Receipts

Cash Journal – Transaction FBCJ

Topic 2-3-2
Entering Customer Receipts

Cash Journal – Transaction FBCJ

Data Entry Tip:  If entering similar receipts, for example where GL 
and cost center are the same, but the customer and/or amounts 
are different, the copy feature may be used to duplicate lines 
and then change fields as needed.  Click on a line to copy and 
select Entry>Copy Entry   from the menu or copy icon            
to duplicate the line.
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1. If the customer document number is known, go to 
transaction FB03, enter document number and click on the 
green check       .  The document overview will appear.  

Topic 2-3-3
Locating Customer Data

Display Document – Transaction FB03

Topic 2-3-3
Locating Customer Data

Display Document – Transaction FB03

Note: Customer number will be on the 
Posting Key 01 (PK 01) line.
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1. When the customer number is known but not the document 
number, enter the customer number on transaction FBL5N. 

Note: Lookup a Customer account by clicking on the drop-down icon. 
State agencies customer account numbers begin with 998*.

Note: By leaving customer number field blank and selecting your
Business Area in Dynamic Selections (see Steps 4-7), all 
customer items for the agency will be displayed. 

Topic 2-3-3
Locating Customer Data

Display Customer Line Items – Transaction FBL5N

Topic 2-3-3
Locating Customer Data

Display Customer Line Items – Transaction FBL5N
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2.     Use vertical scroll bar to scroll down to Line item selection.  
Options are available to view open, cleared or all items.  
Accounts  should be in open items if payments are being 
receipted. 

Topic 2-3-3
Locating Customer Data

Display Customer Line Items – Transaction FBL5N

Topic 2-3-3
Locating Customer Data

Display Customer Line Items – Transaction FBL5N



Cash Receipts and Deposits, Version 2.1

Page II-28

Core Curriculum
ASC Support Center, V 3.0
July 2003

3. When list is generated, make note of the symbols in
the legend at the top of the screen. 

These symbols indicate the status of customer item(s).

4. Select the open item to which the payment is to be applied and 
double click to view the document.  

Topic 2-3-3
Locating Customer Data

Display Customer Line Items – Transaction FBL5N

Topic 2-3-3
Locating Customer Data

Display Customer Line Items – Transaction FBL5N
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The cost center and fund can be obtained from this view.

Topic 2-3-3
Locating Customer Data

Display Customer Line Items – Transaction FBL5N

Topic 2-3-3
Locating Customer Data

Display Customer Line Items – Transaction FBL5N

Note: Customer number will be on the Posting Key 01 (PK 01) line.
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in Cash Journal

Transaction ZBCJ

Topic 2-4 Cash Payments Tab 
in Cash Journal

Transaction ZBCJ

If multiple funds have been receipted, open a second session to 
transaction ZBCJ.  

ZBCJ has multiple uses. It is used to create a deposit slip, and it 
is used to summarize total receipts by fund for entry in FBCJ.  

While a fund may have many line items on the receipts tab of 
cash journal, only one line per fund should be entered on the 
Payments tab of FBCJ.  The total should include both customer 
and revenue receipts.

If receipts tab entries only include one fund, it is not necessary 
to use ZBCJ to obtain fund totals for the Payment tab. When 
only one fund is involved, ZBCJ would only be needed to create 
a deposit slip.
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Topic 2-4-1
Clearing Summary Report

For Cash Journal Payments – Transaction ZBCJ

Topic 2-4-1
Clearing Summary Report

For Cash Journal Payments – Transaction ZBCJ

1. Enter Cash Journal number.

2. Enter the AASIS system printer.

3. Select “Clearing Summary Report”.

4. Click on the Execute icon.

Do not enter Business Area if 
receipts are entered from multiple 

business areas.
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Topic 2-4-1
Summarizing Fund Totals 

For Cash Journal Payments – Transaction ZBCJ

Topic 2-4-1
Summarizing Fund Totals 

For Cash Journal Payments – Transaction ZBCJ

5. The total amount for each fund will be 
displayed. 

6. Check the Document Status field.  Items that do 
not display as “Item Posted” must be corrected 
before posting the payment tab.

Note:  The Special revenues (402* and 403*) 
will be displayed.  

7. Toggle to FBCJ Cash Payments tab. 

Fund and 
amount for 
payment 
tab.
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Topic 2-4-2
Entering Payments tab in Cash Journal

Transaction FBCJ

Topic 2-4-2
Entering Payments tab in Cash Journal

Transaction FBCJ

On the payments tab enter the following:

• The Business Transaction code for Treasury Funds will always 
be 5.   

• For cash fund receipts, most agencies will use transaction 0619 
for CIB – Non AASIS House Bank.  Agencies that are using 
AASIS House Banks can use the look-up       to find  the 
appropriate incoming account.
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Topic 2-4-2
Entering Payments tab in Cash Journal

Transaction FBCJ

IMPORTANT: Enter only one line per fund on the 
Payments tab.  (Note: Instructions for obtaining a clearing 
summary by fund using Transaction ZBCJ can be found in 
the preceding Topic 2-4-1.)

3. Enter amount.

4. Enter fund.

5. Enter Business area.

6. Click on the Save icon.
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Topic 2-4-2
Entering Payments tab in Cash Journal

Transaction FBCJ

Topic 2-4-2
Entering Payments tab in Cash Journal

Transaction FBCJ

7. After entries are SAVED to the Receipts tab and the 
Payment tab, the closing balance should be 0.00.  If it is not 
zero, there are receipts that have not been entered (cleared) 
on the Cash payments tab.  The error must be found and 
corrected.

8. The cash/checks should be verified by the Cash Deposit 
Specialist and then BOTH the Receipts tab and Payments tab 
must be POSTED.  Note:  Entries to the Payment tab will 
not  post until the receipts tab is posted. 

9. An error message of “Insufficient receipts posted for BA; 
fund,” means that the transactions are out of balance 
between the receipts and payments tabs by business area 
and/or fund.  (Note:  If customer receipts have been entered, 
be sure a fund was entered in the fund field)
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Transaction FBCJ

Topic 2-4-2
Entering Payments tab in Cash Journal

Transaction FBCJ

When the Post button is clicked by the Cash Deposit Specialist, a 
window will display the message “You are not authorized to save 
entries in the cash journal.”  Hit the enter key or click on the
green check.

The line items will post and the document status light will turn
green.  All transactions must be posted (green light) before a 
deposit slip is printed.
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Topic 2-5
Saving and Deleting Cash Journal Entries

Transaction FBCJ

Topic 2-5
Saving and Deleting Cash Journal Entries

Transaction FBCJ

WARNING: The only time the Print Receipt button 
should be used is to print a receipt to physically 
give to a customer.

CAUTION:

Once a receipt is printed, no changes can be made to the 
entry.
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Topic 2-5
Deleting Cash Journal Entries

Transaction FBCJ

Topic 2-5
Deleting Cash Journal Entries

Transaction FBCJ

Deleting a Saved Entry in Cash Journal

1. An entry that has not been posted can be deleted by highlighting
the line and selecting Entry>Delete entry from the menu bar or 
by clicking on the delete icon       . 

2. A warning displays indicating that the entry will be lost.  Select 
“yes” to delete.
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Deleting Cash Journal Entries

Transaction FBCJ

Topic 2-5
Deleting Cash Journal Entries

Transaction FBCJ

3.    Deleted entries are not visible in the line items of the cash 
journal, but a record of deleted documents can be seen from the 
Menu>Extras>Deleted Documents.

4. After selecting Deleted Documents, a list of deleted document 
numbers will appear.

Deleting a Saved Entry in Cash Journal
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Topic 2-6
Reversing Cash Journal Entries

Transaction FBCJ

Topic 2-6
Reversing Cash Journal Entries

Transaction FBCJ

Posted entries in the cash journal update financial records.  
Posted entries are reversed rather than deleted.  Reversals stay
visible in the cash journal line items and update financial 
records.  Reversal of posted customer receipts will require the 
added step of resetting cleared items if the customer invoice has 
been cleared.  This is done by Transaction FBRA.  A user with 
the Accounts Receivable Management role will have to do the 
resetting of the cleared item(s). (See Topic 2-8.) 

Posted receipts cannot be reversed until the matching posted 
entry on the cash payments tab in the Cash journal is reversed. 
Neither receipts nor payments can be reversed if the print receipt 
function in the cash journal was used.  The print receipt function 
serves to create a permanent record and protect any future 
changes to these documents.

Posted entries may not be reversed if a deposit slip has been 
printed and sent to and accepted by the Treasury.  Receipt error
corrections must be done for changes to revenue and/or fund 
after a deposit has been completed.
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Topic 2-6
Reversing Cash Journal Entries

Transaction FBCJ

Topic 2-6
Reversing Cash Journal Entries

Transaction FBCJ

Reversing a Posted Entry in Cash Journal

1. If the entries have been posted, they will have to be reversed by 
DFA Office of Accounting.  Contact Catherine Hickerson by 
email and let her know the date, line item(s), and document 
number(s) that need to be reversed.  If both tabs have been 
posted, the line on the payment tab for the affected fund(s) must 
be reversed before the receipt line(s).
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Topic 2-6
Reversing Cash Journal Entries

Transaction FBCJ

Topic 2-6
Reversing Cash Journal Entries

Transaction FBCJ

Reversed documents remain visible in the cash journal’s line 
items with a reversal indication of an X in Doc. Status column.

Deleting a Posted Entry in Cash Journal
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Topic 2-7
Viewing Posted Cash Journal Documents

Transaction FBCJ

Topic 2-7
Viewing Posted Cash Journal Documents

Transaction FBCJ

Posted documents can be viewed by clicking on the FI follow-
on Documents button                                     and then selecting 
Accounting Document.
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Topic 2-8
Resetting Cleared Customer Items

Transaction FBRA 

Topic 2-8
Resetting Cleared Customer Items

Transaction FBRA 

If a customer transaction is being reversed that cleared an open
invoice, the following message will be received.  

A user with the Accounts Receivable Management role must be 
contacted to reset and reverse the clearing document before the 
cash journal entry can be reversed.  Once the clearing document 
has been reset, follow the reversal procedures as described in 
Topic 2-7.


